Web Work User’s Manual

Procedures Module

Procedures are templates listing the specific tasks, labour and materials for a specific job that is
reoccurring. This Chapter describes how to use the Web Work, Procedures module.
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1.1 Overview of the Procedure Module

The Procedures module is used to setup templates for reoccurring work, which can be used on work
orders and preventive maintenance work orders. Once set up, procedures can be used on work orders
to eliminate duplication of data entry.

Click on the PROCEDURES button m on the left hand side of the screen to access

the Procedures module.

When you enter the Procedures module, you will be in Query mode as shown in the screen below:

N e brwvr ko Witk O Syt On Thie Wb - Miceesefl lita it Eagpilarer [« B
Fle Ede vew Poveies  fook  Hep [ « Bl - >
iz 5 e, coan o ﬂ L]

FROOEDLURE MoDULE

B O EERA TS 5 EEEoumDEe B TEoLE B HELE

Prigmbes

Lecatian
it

(=, 1 -

W Spooesi
ekl

M Crover

Dot Doy

Click on any field name to open
the help file for that field.

To create a new procedure - click
on the Operations button and
select New Procedure or click on

BTSN TR MEEN | the NEW button.

] Pty W T

Bl i i

The OPERATIONS =@ 2@ FeraTio~s RESOURCES @ RESourRcEs TOOLS @@ T2=2Ls gnd HELP
@ HELF drop down menus contain the various features available in the Procedures module.

Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.

Procedures
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2.1 Using Procedures

Set up procedures for all reoccurring maintenance tasks. By doing so you can save valuable data entry
time — you will no longer have to retype the same procedure each time you use it on a work order.
Procedures also ensure that employees/contractors use the same methodology when performing a
maintenance task: repairs are done in the same order, using the same materials. Procedures are also
valuable to determine amount of time required, when scheduling a work order.

2.1.1.1. Creating New Procedures

To create a new procedure:

e Click on the PROCEDURES button button m on the left hand side of the

screen to access the Procedures module.

The screen will open in Query mode.

« Click on the @ @==raTicre menu at the top of the Procedures Screen to display the

drop down menu.

e Select New Procedure or New Procedure (Auto Number) for

the drop down menu.

Auto Numbering is setup in the Admin module. See the
Admin chapter of this manual for more information on setting

up Auto Numbering.

of the page to open a new procedure.

The following screen will open:
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OPERATIONS

Mewy Procedure (Auto Mumber)
Merwy Procedure

Procedure Query

Print Selected Procedures
Duplicate Procedure ..
Delete Thiz Procedure

When you are in query mode, you can also click on the NEW button at the bottom right hand side

i e

The fields shaded in blue are
required fields.

Note the mode you are in is
now New mode.

3-19

Procedures



Web Work User’s Manual

Enter information into the fields displayed on the screen. Note: Procedure ID and
Description are the only required fields.

Click on the SAVE button E | at the bottom right hand side of the screen to save the

new Procedure record.

You will then be in edit mode: you can edit and resave the procedure, add tasks, labour and
materials to the procedure, print the procedure, or continue working in the module of your
choice by clicking on the module on the right hand side of the screen.

3.1 Procedure Estimates

Procedure estimates can be added to a procedure when it is created or at a later date. Procedure
estimates will help employees/contractors determine what is needed. You can add estimates to a
procedure when creating a procedure or at a later date.

3.1.1. To add estimates to a procedure at the same time the procedure is created:

Click on the SAVE button E | at the bottom right hand side of the screen to save the

new Procedure record.
Click on the @ RES©UREES menu to display the drop down menu.

RESOURLCES
Detail=

Accounts @

Select Estimates from the drop down menu.

If you have your system defaults set to open New on Saving, you will have to perform a
Procedure Query to locate this procedure and open it before clicking on the Resources button
and adding estimates to this procedure.

B e iewwtorork Dy Sar i Dv The Pl Bk Raa el e Coplaid oy =] .4
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The Add Estimates screen as =
pictured to the right will open: B P ———— 3 @

Biwbe: vk i i 1y
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3.1.2. To add estimates to a procedure after the procedure has already been created:

« Perform a Procedure query to locate the desired procedure. See the procedure queries
section of this chapter for more information on performing queries.

e Retrieve the procedure.

« Click on the @ BES@uREES menu to display the drop down menu.

* Select Estimates from the drop down menu. EEEF{IDUREES
allz

Accounts @

e The procedure will open in estimates mode.

3.1.3. Adding Estimates - Tasks

By adding tasks to a procedure, the employee assigned to complete a work order where this procedure is
used, will be provided with a checklist of tasks for completing the work.

To add tasks to a procedure:
» Open the applicable procedure in Edit mode.
« Click onthe @ BESOUREES meny to display the drop down menu.

» Select Estimates from the drop down menu.

Tasks | |abour ] Material ]

[Tras# | Description | Memo |

* Inthe Add Estimates screen there are three tabs: Tasks, Labour and Material.

» Click on the Tasks folder to open it. Note: when you enter the Estimates screen, you will be in
Task mode.

Procedures
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e Click on the NEW button L NEw J to open the Add Tasks screen as pictured below:

2 New Procedure Task - Microsoft Internet E... |Z||E|rz|

New Procedure Task

Procedure |33

Task # |

Account | qm

Description \
Click on the QUERY button to

Taszk Memo see a list of accounts.

Click on the SAVE button to
save the task or the CANCEL
« button to cancel this action and
return to the Estimates screen.

» The Procedure ID is entered automatically by the Web Work system and cannot be edited.

 Enter atask number. IE: 1, 2, 3or A. B. C. etc.

« Enter an Account if applicable or click on the QUERY button 'ﬂ to select an account from the
Web Work database.

Leave the account field blank if this procedure is going to be split between multiple accounts. See
D@ Procedures — Accounts for more information.
» Enter a Description of the task. |IE: Turn off the power.

e Enter a Task Memo. IE: Make sure no one is using the machine before you shut down the
power.

» Click on the SAVE button E 4 at the bottom right hand side of the screen to save the

task.

This will return you to the Estimates screen in Task mode where you can continue to add
Tasks, add Labour or Materials or return to the main screen of the procedure.

To return to the main screen of a procedure after saving an Estimate, click on the CANCEL
DF button at the bottom right hand side of the page or click on the RESOURCES menu and select
Details from the drop down menu.

Procedures
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3.1.4. Adding Estimates - Labour

Add labour to a procedure to indicate what type of employee or contractor is required to perform the
work.

To add labour to a procedure:
e Open the applicable procedure in Edit mode.
« Click onthe @ BESOUREES meny to display the drop down menu.

» Select Estimates from the drop down menu.

Labour [ wateria
[“oate | Employee | Hame | Account | Rate |AddCost] Hrs | Cost |

Total 0 $0.00

* Inthe Add Estimates screen there are three tabs: Tasks, Labour and Material.

» Click on the Labour folder to open it. Note: when you enter the Estimates screen, you will be
in Task mode.

«  Click on the NEW button &

1o open the Add Labour screen as pictured below:

N Labuur Resource - Microsofi Interoed Explarer r._||E|r>?

Labour Resource [lakour)
Proosdurs |:c|_1|
Trans Dafe IHEZ00
Efgtryee ﬂl
Craft ﬂ
Laloour Types FE= ﬂ
Sl 1
Hours
fimle
Addfnne Cost
Ta=d
TaisZ
Teal The procedure, trans
P = date, Labour Type and
Scale fields are filled in
Desoription automatically .
\ The description field will
name of the Employee ID
you selected.

Procedures
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» The Procedure ID and Trans Date fields are filled in automatically. The Procedure ID field
cannot be edited, however the Trans Date field can. To edit this field, delete the current date
and add the date of your choice.

« Enter an employee or click on the QUERY button 'ﬂ to select an employee from the Web Work
database. If a rate for the employee you choose has been entered in the Labour module the
rate field will be updated with this amount.

When you click on the QUERY button @ beside the Employee field, a screen such as the one
shown below will open.

You can filter the information by: the Code or Name of your choice, or by Employee,
Requester, All or Vendor.
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After selecting the criteria you
wish to use to query the
records, click on the FILTER
button.

Click on the radio button
beside: Employee, Requester,
All or Vendor.

Click on the radio button
beside the employee you wish
to select and then click on the
OK button.

» Enter a craft or click on the QUERY button @' to select a craft from the Web Work database.

e Enter a Labour Type or click on the QUERY button 'ﬂ to select a labour type from the Web

Work database.

» The Scale automatically defaults to 1. To change this, delete the current scale and add the
scale of your choice.

» Enter the estimated number of hours into the Hours field. When you enter the number of
hours, the taxes and total will be calculated by the Web Work system.

Procedures
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» The Rate field will be filled in with the rate setup for the employee in the Labour module. To
change this rate, delete the rate shown and enter the rate of your choice.

» Enter any additional cost. If an additional cost is added, the taxes and total will be updated
accordingly.

» Enter Tax 1 and 2 if applicable. If taxes are entered the total will automatically be recalculated.
« Enter an account if applicable.

» The Details field displays the complete name of the Employee you choose.

«  Click on the SAVE button Il d=
labour estimate.

at the bottom right hand side of the screen to save the

This will return you to the Estimates screen in Labour mode where you can continue to add
Labour, add Tasks or Materials or return to the main screen of the procedure.

When you save a task, labour or material estimate, the estimate will be displayed in the table on the
E@ related estimate screen.

3.1.5. Adding Estimates - Materials

Add materials to a procedure to indicate the items required to do a job.
To add materials to a procedure:
e Open the applicable procedure in Edit mode.

« Click onthe @ BESOUREES meny to display the drop down menu.

| C .
| Tasks Labour | Material

“0ate | Mem | Descriptn | Account | Quantity |UnitPrice | Cost |

Total F0.00

e Select Estimates from the drop down menu.
In the Add Estimates screen there are three tabs: Tasks, Labour and Material.

» Click on the Material folder to open it. Note: when you enter the Estimates screen, you will be
in Task mode.

Procedures
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Click on the NEW button %=

oy
W Materisl Resource - Adcrmsedt Infernet Explorer _F_ e x|

Main sl Hesewice jmaierial

Procachrs ¥ m

Trara Dl bumEi 3
EAnaeaadn

Ber® Wi

Liril

Lin Prica

The Procedure ID and Trans Date fields are
filled in automatically. The Procedure ID
field cannot be edited, however the Trans
Date field can. To edit this field, delete the
current date and add the date of your
choice.

Enter a storeroom or click on the QUERY

button @ to select a storeroom from the
Web Work database. A screen similar to the
one shown to the right will open.

Click on the down arrow * to select a
Storeroom from those set up in the Web
Work system and then click on the FILTER
button | 5 | to display a list of inventory in
this storeroom.

Click the radio button beside the inventory
item you wish to select..

This will populate the Storeroom, Item, Unit
and Price fields on the Material Resource
screen.

Select a siore amd click om the Filter
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Enter the quantity. The tax and extension fields will be calculated automatically.

Enter any additional cost. When an additional cost is added, the tax and extension field will
automatically be recalculated.

Enter an account if applicable or click on the QUERY button @ to select an account from the
Web Work database.

The description field will automatically populate with the description of the Inventory item
selected.

Click on the SAVE button m at the bottom right hand side of the screen to save the
material estimate.

This will return you to the Estimates screen in Material mode where you can continue to add
Materials, add Tasks or Labour or return to the main screen of the procedure.

To enter a non-inventory item, leave the Storeroom field blank and enter information into the other
[@ fields as required.

3.1.6.

Editing Procedure Estimates

To edit procedure estimates:

Click on the PROCEDURES button w on the left hand side of the screen

to access the Procedures module.

Perform a procedures query to locate and retrieve the procedure record you wish to edit. See
procedure queries for more information on procedure queries.

Click on the @ RESBOUREES meny to display the drop down menu.

Select Estimates from the drop down menu.

Click on the task, labour or materials tab, depending on which one you want to edit.
Click on the item from the task, labour or materials table that you wish to edit.

Enter the new information into the applicable fields.

Click on the SAVE button m at the bottom right hand side of the screen to save the
edited estimate.

Procedures
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4.1  Duplicating Procedures

Web Work contains a duplicating procedures feature, which allows you to duplicate a procedure rather
than having to re-enter procedures that are the same or similar in nature.

To duplicate a procedure:

* Click on the PROCEDURES button m on the left hand side of the screen

to access the Procedures module.

» Perform a procedures query to locate and retrieve the procedure record you wish to duplicate.
See procedure queries for more information on procedure queries.

. OPERATIONS

+ Click onthe @ 2F=raTio~Ms menu at the top of the Mesy Procedure [Auto Number)
Procedures Screen to display the drop down menu. ewr Procedure

Procedure Cluery

» Select Duplicate this Procedure from the drop down
menu. Print Selected Procedures

wplicate Procedure ...

Delete Thiz Procedure

The following screen will open:

A Duplicate Procedure - Microsof... [Z”E|E|

Duplicate Procedure

Erter = new Procedure id to create a duplicate

of this Procedure record

Original Procedure: 3

Mew Procedure: ||

Mext Auto Humber;

IDUPLICATE |

If the checkbox beside Next
Auto Number is checked, the
duplicated procedure will be
assigned the next Auto-
Number.

» Enter a new procedure code or click on the checkbox beside Next Auto-Number
Mext Auto Number:
to have the system assign the next available auto number.

e Click on the DUPLICATE button B to duplicate the procedure. Estimates

associated with the original procedure will also be duplicated.

Procedures
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51 Procedure Accounts

A procedure can be assigned to one account or to a variety of accounts depending on the accounting
practices of your organization. If only one account will be used to apply the labour and materials for a
procedure, simply enter the applicable account in the Account # field on the main procedure screen.

When assigning procedures to multiple accounts you can set the costing to never exceed either the
percentage rate or the cost total you choose.

5.1.1. Applying Procedure Costs to more than one Account

To apply procedure costs to more than one account:

e Click on the PROCEDURES button m on the left hand side of the screen

to access the Procedures module.

» Perform a procedures query to locate and retrieve the procedure record you wish to add
Accounts to. See procedure queries for more information on procedure queries.

« Click onthe @ RESOuUrREES menu to display the drop down menu.

» Select Accounts from the drop down menu.

«  Click on the NEW button B J to open the Add Procedure Account window.

r

2 Add Procedure Accounts - Microsoft Internet Ex... [Z”E|E|

Add Procedure Accounts

Procedure:

3

Account: | | @
|
|

Percentage:

Cost Amourt:

@' Heep Percertage

» Enter an account into the Account field, or click on the QUERY button 'ﬂ to select an account
from the list of accounts in the Web Work database.

» Enter the percentage of the procedure that is to be charged to this account. Do not enter a
percent sign, only the numerical value of the percent.

Procedures
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6.1

The cost amount will be calculated automatically by the Web Work system.

Click the RADIO button © beside Keep Percentage.

Click on the SAVE button & to save this account information.

You can then return to the main procedure screen by clicking on the @ BES@uUREES meny
and selictini_ Details from the drop down menu or by clicking on the CANCEL button

on the bottom right hand side of the screen.

Deleting Procedures

Caution should always be used when deleting records from the Web Work database. However, there
may be times when this is necessary. An example would be when a procedure is entered in error. Since
you cannot edit a procedure code, you could delete the procedure and then re-enter it using the correct
information.

To delete a procedure:

Click on the PROCEDURES button on the left hand side of the screen

to access the Procedures module.

Perform a procedures query to locate and retrieve the procedure record you wish to delete.
See procedure queries for more information on procedure queries.

Click on the @ 2= =raTioMs menu at the top of the Procedures Screen to display the drop
down menu.

Select Delete Procedure from the drop down menu.

Microsoft Internet Explorer E|

\:t?r) Are wou sure yol wank to delete this procedure and all associated resources?

o] 4 l [ Cancel

A message box confirming you want to delete the procedure and associated resources will be
displayed.

Click on the OK button to delete the procedure or the CANCEL button to cancel this action.

Procedures

14-19



Web Work User’s Manual

7.1 Performing Procedure Queries
Web Work’s query by example feature makes it easy to locate and retrieve records based on the criteria

you choose. See Query by Example in the System Overview chapter of this manual for more information
on query by example.

7.1.1. To perform a Procedure Query

* Enter the Procedures module by selecting it from the menu on the

left hand side of the Web Work screen.

*  When you enter the Procedures module you will be in Seﬁgrﬁggdﬂxﬁgmn NUmkEr)
query mode. If you have been working in a different mode,  |new Pracedure
click on the @ 2 =raTicns menuy at the top of the rocedure GLery
Procedures Screen to display the drop down menu and
select Procedure Query from the menu. Print Selected Procedures
Duplicate Procedure ...
« The mode you are in is displayed at the bottom left hand Delete This Procedure

side of the screen. (ie: query mode)

< Enter selection criteria into any of the fields. (see Example 1 below)

«  Click on the LOOKUP button E==t=b3El 1o display a list of the records, matching the
specified criteria.

* Toopen any of these Procedure records click the selection box on the right hand side of the

applicable Procedure(s) in the table, and then click on the RETRIEVE button _ReTRIEVE [
the bottom of the screen.

e The Procedure will appear on the screen. If you selected multiple Procedures, when you
retrieve them an arrow will appear on the bottom left hand side of the screen.

P

e Click on this arrow Mext to move from one procedure to the next.

[@D Comparison operators such as: <, >, null, not null and % - wild card can be used to
further define a query. See System Overview — Query By Example for more
information.

Procedures
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7.1.2. Procedure Queries - Example 1

Query by Example can be used to retrieve records, which contain similar characteristics. For
example you may wish to see a list of all procedures that are associated with a specific piece of
equipment. In this example the equipment is the air-handling unit with the code AHU-01.

To see a listing of all procedures associated with this air-handling unit:

e Enter the Procedures module w by selecting it from the menu on the

left hand side of the Web Work screen.

¢ When you enter the Procedures module you will be in query mode. If you have been working
in a different mode, click on the @ = EraTiorME menu at the top of the Procedures
Screen to display the drop down menu.

OPERATIOMNS

e Select Procedure Query from the menu. New Procecure (Auto Number)
o Mewy Procecdure
e The mode you are in is displayed at the bottom left rocedure GQUery

hand side of the screen. (ie: query mode)

Print Selected Procedures

»  Enter AHU-01 into the Equipment field. Duplicate Procedure ...
Delete This Procedure

«  Click on the LOOKUP button et o display a list of the procedures for this air-
handling unit.

A screen similar to the one shown below will open.

B Vi n b Bk, U ek Spmisn Un Tha Web - Micress® Inder el Leplarer K E ﬂlll!

Yin B Wem Feestor Took  Fel s v
M el e L - u':l
—
FROOEDURE MOoODWLE
QErsnsrimee D Rasmusass Grmas DL
kil il Uk Rl FRC OO L e iy s
- [ =T
Tl S e T P e ] Ay
= A0 Lkt ] L L
ERLEET! FRIH Frasmsbrwn IFE | Bustorard = w1 |
Wadw guarg refairs 5 peoands
FILETT S | BT

«  Click on the checkboxes beside any of the procedures you wish to open or on Select All if
you wish to open all these records.

Procedures
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« Click on the RETRIEVE button to open the records you have selected in Edit mode.

< If you selected multiple Procedures, when you retrieve them an arrow will appear on the

bottom left hand side of the screen.

P

e Click on this arrow Mgzt to move from one procedure to the next.

NOTE: If you wish to open all records with the criteria you have entered, you do not have to click on
[@D the LOOKUP button, simply enter the criteria into the applicable field and then press the enter key

on your keyboard. All records with the criteria you selected will open in

8.1 Printing Procedures

Edit mode.

There are two ways to print Procedures. You can print an individual procedure or multiple

procedures that you have selected and retrieved.

8.1.1. Printing Individual Procedure Records

To print only the procedure that is open on the screen:

. Click on the PRINT button at the bottom right
hand side of the screen.

. The selected record will open in a new browser window.
. Click on File and select Print from the drop down menu to

proceed with printing.

8.1.2. Printing Multiple Procedure Records

To print a batch of procedures:

hll Vs Frewilid b8 H

b ¥
CaTi Chrl=i
Ext vl iPirrial FroniPage

Tk A

Paga Sabp...

Pl Emmaea &
e
Irnpenl vl Expael

Propesties
Work DAl

ur 5

« Perform a procedures query to open the desired procedures. See Procedure Queries for

more information on performing procedure queries.

e Click on the @ @ ==raTioreE menu and choose Print
Selected Procedure from the drop down menu.

e The selected records will open in a new browser window.

« Click on File and select Print from the drop down menu to
proceed with printing.

OPERATIONS

Meswy Procedure (Auta Mumber)
Mewy Procedure

Procedure Cluery

Selected Procedures
Duplicate Procedure ...
Delete This Procedure

17-19

Procedures




Web Work User’s Manual

9.1 Procedure — Reports

To access Procedure reports click on the @ T=2L® menu and T
select Reports from the drop down menu.

A screen similar to the one shown below will open:

3 Raport Select Windess - Microsod! Infer et Explarer

Procadures Hepons

BTAMNDARD [=]FF R a=1%]
Pr-ca i L i

Ly O s

Primting Notdes

Wb priiing sapears enpane that Tk prisbes petio e ane pes ool d bo gt Pk o pirl ared
this tanget pardsr

L LOSE

Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Procedures module will be displayed. To view all reports, click on

E the REPORTS module button on the left hand side of the Web Work
screen. For more information about reports, see the Reports section of this manual.

9.1.1. Creating Procedure Reports

Reports cannot be created in the Procedures module. To create a procedures report click on the

REPORTS module button to access the report writer and create the report.

Procedures
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9.1.2. Printing Procedure Reports

Procedure reports can be printed from the Procedures module or from the Reports module.
To print a report in the Procedures module:
e Open the Procedures module.

«  Click on the @ T==L® menu and select reports from the drop down menu.

* Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

e Click on File and select Print from the drop down menu to print the report.

10.1 Links

When you are in the Procedures module and you select Links from the %@ T2=L® menu, the Web
Work Create/Edit Links window will open as shown below. You can view existing links or create new
links using this feature.

W | inkz sep - Micmcsfl inlerme Explarer

Croata FditView Links - Links upes in a nirer windowe

o Dewrpe oo Dreingaroow
Lisvaatidin 821 Pl ]
khprgrescs i reprars g Araran
Amarice

it g Exagialenal Ty 8 Hislth
1 e BT B

T BT T

You can only view links, which have been setup to be accessible from this module or from all
E@ modules. Links set up in other modules with the accessibility set as only within that module
will not be shown.
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